BY ORDER OF THE COMMANDER AIR FORCE INSTRUCTION 36704
HEADQUARTERS 37TH AIR BASE WING (AFMC)

KIRTLAND AIR FORCE BASE, KIRTLAND AIR FORCE BASE
NEW MEXICO 87117-5606 Supplement 1

15 JUNE 1995
Personnel

DISCIPLINE AND ADVERSE ACTIONS

COMPLIANCE WITH THIS PU BLI CATION IS MANDATORY

NOTICE: This pulication is available digally onthe Kirtland Website: http//www.kirtland.af.mil. If
you lack access contact tle Publishing Office (37 CS/SCSP).

OPR 377 MSS/DPCE (Shawn Hinds) Cerified by. 377 MSS/DPC (Shirley C. Williams)
Supersedes AFR 40-750/KAFBSUP 1, Pags: 1
30 April 1992 Distribution F; X

This supdement is applicable toall adivitiesserviced tky the 377th Misson Support Squadron (MSS)
Civilian PersonneOffice.

AFI 36-704, 2 July 199, is supplementeds follows:

5.2.1. Supevisors who peform the full rang of personnel managment dutieswill issue oral notices of
propcsed reprimandsand written notices of ppaosed sigpensions and adrse actions.In cases of po-
posedreprimands athproposed sspensions D14 daysor less, propaing dficials namally will receive
the emdoyee’s replies,make final decisons,and isste find dedsion letters. For all other proposed
adwerseactions a higher-level supervigor than theproposing oficial will be thedeciding oficial. The
provisions of this paragraph will happly wtere: a) otherwise jgecifically coordinated wh and autho-
rized bythe Civilian Personné Office, and B othewise provided by a negotiatd agreement.

6.1. Sypervisors nust coordinate all written notcesof proposed actions and fidl decisions with their
organkation’s ®rvicing employee rehtions specalist before sauarce. Supensors should allow suffi-
cient timefor case reviewand coordination ashstill permit prompt al timely procesing.

28.1.4. Popasing officials will inform employees of thentie period in which they mayespond to po-
posedadions (nornally not to exceed 10 @endar days) and the amant of official time the erployee
may use (normaly nat to exced 8hours)to reviev suppating materal and pepeare replies.

28.16. (added) The period of tiein which the employemay respod to a proposedaction, the amount
of official time which the employeemay begrarnted, and any ime &tensions, must becoordinated in
advance wh the desigated specialistin the Employee ad Labor-Management Relations Section.

ANTHONY FUENTES
Assistant Civiian Personnel @icer
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